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PID - 138/64
20 August 1964

MEMORANDUM FOR: Assistent for Administration, HPIC
FROM: Chief, CIA/PID (NPIC)

SUBJECT: Proposed Missions and Functions for the Assistant for
Administration and Staff

REPERENCE: Mission and Function Statements dated 4 August 1964

Pursuant to your request a review of the mission and function statements
referenced above appear to be in good order, I would like to recommend,
however, that you consider a revision which spells out in your paper the
excellent support given by your organisation to the Photographic Intelligence
Division. PID is the largest division in the Center drawing support frow
your staff onh matters relative to personnel; training, travel, contracting,
supply, logistical support and many other related matters for which you
should receive proper credit, An interesting aspect of this omission is
that nowhere in the official Agency regulutory issuances is there any mention
of the Thotographic Intelligence Division | | dated August 25X1
1963). I think perhaps some revision ur and down the chain of issuances
might well clarify some of the present confusion existing at Headquarters as
to the location of the home of the Photographic Intelligence Division. We
orphans of PID would be interested in discussing this matter with your at
your convenience,
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FROM: C/Ma.na.géﬁent Services Staff - DATE: ‘8/11-/61&

TO INITIALS ~ DATE REMARKS

DIR : o
Attached are the Missions

PEP/OIR ' and Functions for the
EXEC/DIR ' : Assistant for Administratio
the Management Services
. Staff and the Support i
FOR ADMIN Staff. I would appreclate
: it if each of you would - |
review and comment on these |
FOR OPS papers as expeditiously as
possible since our deadline
for completing this coor-
- || dination is 11 Augudt 196k,
I want to drop in and talk
: _ ; g to each of you about this
FOR P&D _ ¢ | matter so please call me
> ¥ when you are ready.

CH/CSD

CH/PD

CH/PSD

CH/TID

CH/CIA/PID

CH/DIA/NPIC

CH/SPAD

LO/NSA

. \ '
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MISSION AND FUNCTIONS

Assistant for Administration

Mission |

The Assistant for Administration is respongible for '
supportihg the Director, NPIC, in the organization, management,
and financial planning of Center Operations, for providing a
comprehensive Center-wide program of menagement services and
administrative support, and for serving as principal advisor to

the Director in matters pertaining thereto.
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MISSION AND FUNCTIONS

Support Staff

Mission

The Support Staff is responsiblexfor providing a complete
progfgm of administrative support and sefvices to NPIC in
matters relating to personnel, training, tfgzg}, contracting,

supply and other logistical support. Further, it executes a

e . it e

comprehensive security program in support of the mission of NPIC.
Functions o ‘ : .
The Support Staff shall:
sl Develop, recommend, and 1mple§ent plans, programé
and procedures in all administrative fields in suppdrt of
NPIC activities.

2.l Operate & personnel administratioﬁ proéraﬁ to'include
ﬁreparation of staffing complemenﬁs, job standards and
poéition descriptions, administer the assignment, uti;ization
and promotion of NPIC personnei, and develop recruiﬁm;nt,
career management end employee relatiqns programs.

3. Estgblish, direct, and supervise a comprehensive NPIC
training progrem utilizing in-house, Office of Training,
other Government agencies snd contractusl assets.

4, Develop and operate a complete program of logistics

)

gervices including guidance and support to procurement
activities, implementation and folléw—upvof contractual
actions through appropriate procurement channels, admini-

stration and management of NPIC building space, and operation

of supply activities. : ' Emmarre
] L {
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5. Formulate and execute & comprehensive physical and ' N
personnel security progrem for NPIC including security of
the Center installation, security indoctrination of personnel
and visitors, investigation of security breaches; supervising
industrial security on NPIC contracts, and.safefy matters. .
6. Coordinate and support ﬂPIC foréign:and domestic

travel programs.
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MISSION AND FUNCTIONS

Management Services Staff

Mission

The Management'Services Staff 1s responsible for supporting
the Director and all levels of NPIC management iﬁ the development
' of sound end efficient management programs end téchniques; pef-
1forming or coordinatiﬁg analyses of orgapizationland menagement
-activities, production efforts an@ manpower utiliqg}ion as requested
by the Director or Divisiop-or Staff Chiefs;nggz}din a comprehensive
management informatioﬁ reporting progrem, and administering the
financial planning, budgeting and accounting activities of the
Center,

Functions

The Management Services Staff shall:

A 1. Develop and recommend plans, programs, and procedures ,
to promote thé efficient and economic menasgement of NPIC
aétivitieé and resources.

2. Work with operating components in a continuing survey
of manégement activities and practices in NPIC.

3. TUndertake studies and analyses of selected activities
and production efforts within the Center as may be directed
by the Director. ‘

d 4k, Operate a management information progrem to provide all
levels of Center managementvwith'such statistical information
'\as production status, product output énd manpower utilization.

\
5. Administer the financial planning and budgeting activites
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and other financial presentations required.ﬁy higher
authqrity.

6., Develop end meintain effective financial accounting
records and prepare periodicAanalyses and reporté'on the
financial status of the Center.

Te AAdminister the NPIC regulatory system and provide
a central repository for issuances.

8. Provide staff support to the Assistant for
Administretion and the Office of the Director, NPIC as >

required.
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